
 

Statewide Travel Program 

Wednesday, November 6, 2013 



• Introductions 

• Travel “News” 

• Hotel Program Updates 

• Contracted Vendor Updates 
– Airline 

– Travel Management System 

– Car Rental 

– American Express 

• Notes & Reminders 

• Closing 

• SWABIZ Training 
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Introductions 

• Bill Amaral, Business Partnership and Travel Manager 

• Tasha Wilson, Travel Program Manager 

 

• Georgia Kattenhorn, Travel Program Specialist 

• Kelly May, Travel Program Specialist 

• Cecilia Perez Dunn, Marketing Specialist 

• Evan Speer, Travel Program Specialist 

• Lori Wasson, Travel Program Specialist 
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Travel “News” 

• CalHR Per Diem Changes (9/1/13 & 

11/1/13) 

• FasTrak 
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Hotel Program Updates 

• Push to book through Concur website 

• Data collection stage 

• Benefits of promoting booking on Concur: 
– Increased Data collection 

– Better reconciliation 

– Leverage to negotiate better rates/amenities 

– Identification of target hotels/areas 

• Common complaints: 
– Have favorite hotel that doesn't have rate available 

• Book and then call 

– Preferred hotel not in Concur 

– Don't want to put credit card on Concur site 
• As secure, if not more, than booking through the hotel 
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Airline Updates 

• TSA Pre-Check 

• Southwest “No Show” Policy 

– Travel Bulletin #13-04 

• City-Pair Rate Extension 

– Valid until June 30, 2014 

– Travel Bulletin #13-05 

• Effective October 16, 2013 – 
JetBlue moved to Terminal A 
– SMF 
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City-Pair Rate Location 
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http://www.dgs.ca.gov/travel/Programs/Airfare.aspx 



Airline Terminals 

• Terminal A 
– Jet Blue 

– Delta Airlines 

– United/Continental 

– US Airways 

• Terminal B 
– Aeromexico 

– Alaska/Horizon 

– American Airlines 

– Hawaiian Airlines 

– Southwest Airlines 

– Volaris 
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Travel Management System 

Updates (1 of 4) 

• Concur “Refresher” Online Travel Training 

 

Tuesday, December 3, 2013 

2:00 p.m. to 3:30 p.m. 

DGS Auditorium  

 

• Department Training  

– Training specific for your department 

– Minimum of 10 people in attendance 
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Travel Management System 

Updates (2 of 4) 

• Southwest Direct Connect (SDC) on 
Concur  
– Newly added departments:  

• State Hospitals Coalinga 

• State Hospitals Stockton 

• Commission on the Status of Women & Girls 

• Social Services 

• Student Aid Commission 

• Error Messages on Concur 
– If received, contact CALtravelstore and provide 

them with a screenshot 

• Reminder: Cancel non-refundable tickets! 
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Travel Management System 

Updates (3 of 4) 

• Process for CALtravelstore/Concur 

Changes 

– All airline changes must be handled by 

CALtravelstore 

• Complete Concur Reservations 

– Next, Next, Next, Purchase! 

• Bordering States Policy 

– SAM Sections 0761 and 0763; GC Section 

11032 and 11033 
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Travel Management System 

Updates (4 of 4) 

• Park „N Fly Update 

 AIRPORT 
CODE 

FACILITY NAME SERVICE TYPE GOVERNMENT RATES 

LAX Park 'N Fly @ Park One Self Park Uncovered $12.71 
OAK Park 'N Fly Self Park Uncovered $7.49 
ONT Park 'N Fly Self Park Uncovered $7.50 
SAN Park 'N Fly - Garage Self Park Uncovered $9.75 
SAN Park 'N Fly - Garage Self Park Covered $12.00 
SAN Park 'N Fly - Lot 1 Self Park Uncovered $8.99 
SAN Park 'N Fly - Lot 5 Self Park Uncovered $8.99 
SFO Park 'N Fly Self Park Uncovered $10.50 
SFO SkyPark Valet Uncovered $13.00 
SJC Double Tree San Jose Valet Uncovered $12.00 

12 



Commercial Car Rental Updates (1 of 3)  

• 2 Forms of ID (Travel Bulletin 13-08 & 13-

08R) 

– Entity issued picture identification 

– Departmental business card 

– Travel Itinerary, if booked through Concur 

– Authorization letter  on Department 

letterhead 
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Commercial Car Rental Updates (2 of 3)  

• Contract extension thru 12/2014 
• Rate increase (CPI) ?? 
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Commercial Car Rental Updates (3 of 3) 

• Market Rate Fuel / Rental Car Refueling 

Policy 

– (SCO policy & guidelines) 

• Contract “Personal Use” process 

• GPS  
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One Provider (Amex) Updates (1 of 3) 

• Erroneous Change & New Membership Fees 

Letter from American Express 

– Not applicable to Statewide Travel Program 

Government Cards 

– Disregard 
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One Provider (Amex) Updates (2 of 3) 

• Government Card Retail & Spend Limits (TB# 
13-10) 
– Effective November 15, 2013 

• Monthly Retail Limits of $500 

• Monthly Spend Limits of $5000 

• Cardholders to receive a limits & restrictions notice from 
Amex 
 

– Case-by-Case / Individual Exceptions 
• Account will be run to show activity and delinquency history 

• Based on actual business need 

• If approved by STP, will also require traveler‟s manager 
signature approval 
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One Provider (Amex) Updates (3 of 3) 

• 30/60/90 Notifications & Processes (Government 

Cards) 

– PA‟s receive cardholder activity & delinquency reports 

thru @Work monthly (approx. 30th of each month) 

• Review cardholder reporting for delinquencies 

• Access template notification letters on STP website 

• Send template notification letters to delinquent cardholders 

• Notify STP if a listed delinquent cardholder is not with the 

department (transferred/separated, incorrect listing, etc) 

– Template Letter(s) for use to notify cardholders of past 

due status 

www.dgs.ca.gov/travel/Programs/TravelProgramCoordinator.aspx -  

“American Express Government Card Management” tab 
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http://www.dgs.ca.gov/travel/Programs/TravelProgramCoordinator.aspx


Amex Cardmember Reports for PA‟s 
• Cardmember Delinquency Report – The Cardmember Delinquency report 

provides a listing of delinquent Cardmembers by aging status (30 days through 

180+ days past due).  This report can be used to assist with monitoring overdue 

Cardmember balances and provide financial account risk management at the 

Cardmember level. 

  

• Cardmember Interim Delinquency Report – The Cardmember Interim 

Delinquency Report delivers a listing of all delinquent Cardmembers. This report 

is run at any point between cycle cut (25th of each month) to help you proactively 

manage Cardmembers before they accumulate late fees.  Most users receive 

this report 15 days after cycle cut to identify Cardmembers 45 days past due. 

 

• Cardmember Activity Report - The Cardmember Activity report displays 

transaction details of all Cardmembers for the current month.  It is a useful audit 

tool in helping to monitor employee spending and policy compliance. 

 

• Cardmember Listing Report – The Cardmember Listing report delivers a 

comprehensive look at all Cardmember and account profiles, including active, 

inactive or cancelled account status, for easy and effective program 

management. 
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One Provider (Amex) Updates 

How to Access American Express Cardmember Reporting: 

 

 Log into the American Express @Work Online portal 

• From “Reports”- Click on “Reports & Data File” 

• Next Click on “Corporate Card” tab 

– Displays three report titles – 

• “Analyze Spend Trends” 

• “Manage Cards” 

• “Monitor Compliance” 

– Select “Manage Cards” for Cardmember Listing Report  

– Select “Monitor Compliance” for Cardmember Delinquency & 

Cardmember Activity Reports 

• Double-click the file detail at the far right of screen to access report 

– Red = PDF  Green = Excel version 

• Open file 

• Save to hard drive 
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Amex Cardmember Reporting (1 of 3) 
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Amex Cardmember Reporting (2 of 3) 
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Amex Cardmember Reporting (3 of 3) 
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Amex Cardmember Reporting 

How to Reactivate Existing American Express 

Cardmember Reporting: 

 

• Log into the American Express @Work Online portal 

• Go to “Manage My Reports” 

– Identify report to reactivate and click on the report 

highlighted as deactivated to reactive 

• Contact Report Help Desk for cardmember reporting 

assistance - 800-542-0995 or 888-888-9634 
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One Provider (Amex) Updates (1 of 4) 

• 30/60/90 Notifications & Processes (BTA‟s) 

– STP Process 

• By the 15th of each month, access and review 

department BTA delinquencies via @Work 

• Open delinquent departments‟ previous month 

statements to verify account status (delinquency or 

posting of recent payment) 

• Provide delinquency notification to department 

TC/PA, via phone or e-mail, and obtain payment 

status info 

– Offer Expedited Payment Process with Amex 

Overnight Delivery Address 
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One Provider (Amex) Updates (2 of 4) 

• 30/60/90 Notifications & Processes (BTA‟s) 

{cont} 

• Follow-up via @Work on posting(s) of “promised” 

payments 

• Follow-up with department TC/PA if needed 
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One Provider (Amex) Updates (3 of 4) 

• PA Roles & Responsibilities 

– Along with STP, PA‟s have the responsibility to 
manage and oversee their department‟s entire 
Government Card Program, including: 

• Applications & Employee Agreements 

• Monthly Account Monitoring / Reviewing Reports 

• Delinquency Notifications to Cardholders & 
Department Management 

• Program Information Distribution / Education  

• Account Changes & Closures / Problem 
Resolutions 

• Liaison with STP 
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One Provider (Amex) Updates (4 of 4) 

• Developing Training 

– New Travel Coordinators (TCs) 

– New Program Administrators (PAs) 

 

• Updated 2013 Online Statement Enrollment 

Form 
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Updated 2013 Online Statement Enrollment Form 
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Notes & Reminders 
• Next Travel Coordinator Meeting  

– February 12, 2014  

– 9 AM – 11 AM, Ziggurat Auditorium 

• STP Website 

– “New” Government Card Management Section 

– Department Travel Coordinator Listing 

– STP Contact Information 

– Presentation Slides 

• Questions??? 

– Contact StatewideTravelProgram@dgs.ca.gov  

• Survey Feedback 
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Q&A / Closing 
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SWABIZ Training Agenda 

• What is SWABIZ? 

• Terminology 

• Instructions for Setting Up a Traveler 

Account / Logging into SWABIZ 

– With a current Rapid Rewards number 

– Without a Rapid Rewards number 

• Instructions for Booking in SWABIZ 
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